
 

There are a lot of tabs within the Advantage platform so today’s Thursday Tip will look at one of those 
tabs in an attempt to help you know when to use this tab, and how to navigate within it. 
 
The Account Servicing Tool is your online submission and tracking tool for Money Movement and 
Position Management.  It has two sections, when you click Account Servicing the default is Submit & 
Search which will typically open in a separate window immediately.  If you are checking on the status of 
an item, that is a separate tab within this tool.   
 
There is a Two Minute tech tip with an overview of both sub-tabs. 
https://vimeo.com/securitiesamericapm/review/212652406/3c718e7aed 
There are also quickcards for both features which will provide a basic road map to each. 
Submit & Search 
https://eoffice.saionline.com/files/AST_Quickcard.pdf 
Status 
https://eoffice.saionline.com/files/AST_Status_Quickcard.pdf 
 
Within the Account Servicing>Status tab you have the ability to see more or fewer accounts based on a 
couple of options.  In the upper right corner of the screen you can select Open, Action Needed, Closed 
or All.  Filter is their equivalent to Search, allowing you to put a client name, account number, etc. to 
find a specific client.  The blue title bar also acts as a sort option. Click on any heading and it will 
reshuffle the screen so if you want all items related to the same account number to come up 
sequentially just hit Account Number on the blue bar and your list will be sorted accordingly. 
 
When you open an item there are a couple of things to note.   

- On the right portion of the screen there will be a list of any documents that are attached to this 
item.  You can double click to open, print, etc.   

- On the bottom right there is a View History button.  If an item is marked complete we strongly 
recommend you click the View History button to verify it was completed accurately.  We 
recently had a rep submit a request to send out income to a client twice a month.  The 
instructions said biweekly which wasn’t an option on SAI’s side so someone erroneously 
selected bimonthly rather than semimonthly and then marked the item as complete.  It was only 
after the client called asking where their funds were that this error was discovered. 

- Also on the bottom right is a Browse option which will enable you to find a document on your 
computer to upload to address the Action Needed issue. 

- On the bottom left of the screen you will find the Status: Action Needed field.  The display is 
fairly small so you may not be aware that there is additional information related to the request 
below.  Be sure to hit the scroll bar to the right of the Reason Detail box to insure you are 
viewing everything related to this item. 

- Clear & Return on the bottom right will allow you to return to your list of status items. 
 
If you are not already checking this tab on a daily basis please add it to your to-do list, or assign to 
someone in your office where applicable.  This is your primary notification for NIGO once it has cleared 
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the New Business Status screen.  Nothing will be done with the service request until it is addressed 
here.  Our office has been going through this tab as frequently as possible and have noted the following: 

- Distributions are in Action needed status because they are waiting on an ACH item to be 
resolved in Action needed.  So by determining that the ACH is the originating issue and resolving 
it, you should be able to remove both items from the Action Needed status. 

- If the client used Docusign on the New Account form, subsequent instructions will be held up 
until the Signature verification form has been obtained.  (Please review email sent out 1/17/18.  
I will be happy to resend to anyone who needs it.) 

- Securities America has a verification process for SSNs and addresses.  They will ask for a variety 
of items to verify these.  We are suggesting that if you have a verification request you first 
identify whether the client has any other accounts.  If they do, and they aren’t on the 
verification list there is a good chance someone just fat fingered an entry within the verification 
system and you can save yourself a lot of time by referencing a Back Office ID number that 
contains the same information and ask them to re-verify.   

- Occasionally they are requesting a document that has already been submitted.  If you put the 
document ID number in the notes section they can attach it rather than you having to reload. 

 
To see a history of all service requests associated with a specific account you can go to the Submit & 
Search sub-tab > View or Update Prior Requests and select parameters to search by.  The search 
results will populate in the right pane of this screen.  Each line item can then be clicked on to open 
for review. 
 
If you found this helpful let us know. 

 


